Digital Basics
Capturing, Organizing, and Backing up Your Stash
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e Stopprintingthings.
e Selectacloud storage option.
e Decide yourdirectory structure and file naming scheme.
— Namingfiles by date and/or surname can help with overall organization and sequence.
— Keepnamesshort. Windows limit is 260 charactersincludingthe file path. (e.g.
users/EmbleyMac/Library/Mobile Documents/~com~apple~Cloud docs/FHC
Operations/2016-06 Digital basics.docx ) Other systems have similar limitations.
e Determine yourbackup plan.
— External hard drive (Useful forrecovering afterahard drive crash but not flood, fire...)
- Cloud
Digitize mostvulnerablerecords first.
e Testthe file retrieval/restore process.
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See Muchmore, Michael and Jill Duffy. "The Best Cloud Storage Providers and
File Syncing Services of 2016." PCMAG. Ziff-Davis LLC PC Mag Digital Group, 24
Feb. 2016. Web. 14 June 2016.
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Decide your folder structure and
file naming scheme.

Use foldersto collectand
organize.

Naming by date organizes out of
sequence records.
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See Muchmore, Michael. "The Best Online Backup Services of 2016." PCMAG.
Ziff-Davis LLC PC Mag Digital Group, 24 Feb. 2016. Web. 14 June 2016.

Choose a backup solution.
Cloud-based systems provide the
ability to backup, store, and
recover computerfiles fromany
device.

e |dentifies files to store.

e Encrypts.

e Stores.

e Provides mechanism for
access/restore.

Many providers offerfree starter-
level services.

Remember LOCKSS: Lots Of Copies
Keep Stuff Safe. (Includes copies
attachedto the FS Family Tree.)
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Digitize the most vulnerable first.
e 300 dpiJPG for most photos

e 300 dpi PDF for most documents

e 600 dpi TIFFfor
old/small/damaged items

e 2000 dpifor mostslides

Regularlytest file

retrieval/restore process for both

cloud storage and backup.

o Make sure they are working
properly!

e Re-test monthly.

e Shiftyourmindsetfrom binders
and file cabinetsto anytime,
anywhere access.

Williamsburg Family History Center

2017 Newman Road, Williamsburg, Virginia
757.220.0266 duringcenterhours
757.903.5706 whenthe centerisclosed
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